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K - 2l November 195k
QFFICE OF FERSONNEL MEHCRANDUM NO. 20=370-5
SUBJECTs Recording Fitness Beports on IBM Cards

1. OENERAL

In cooperstion with the Chief, Mechine Records Division; Comp-
troller’s Office, and the Chief, Asssssment and Evaluation Staff,
0ffice of Trahxing (AFS/TR), the follouwing proceduras are established
%o provide data on IBM Cards suitable for ressarsch and snalysis on
the Fitness Report (Foms L5 and USa). Pursuant to agreemeut betuoen
4the Assistsnt Director for Personnsl ard the Mrector of Treining,
the Chief, AFS/TR, will use this datae fram tims %o time to prepare
appropriate atudies and analyses of the Fitness Report for the use of
the (ffine of Personnel.

2,  PROCEDURES

8. Upon receipt of a completed Fitness Report, by the
Progessing and Desoorde mmm, the Positien Inveatory chrk
eonoernsd wills

(1) Post the approprilste data to the Serwics Record
Gard, SF T, of the individual ocuserned.

{2) Kote the "Poriod Covered by this Rspart®, Item 13,
Fliness Report, amd ingert the position series number in
Nem 1, Seotion ILof the Repart. (This will be the posi-
tion series nuaber im effect at the ond of the pericd soversd
by the reporto)

(3) Ineert the type of Report in the blank space ehove
Sestion I, Fitness Repord, using ‘the fellouing codas

I = Initial Heport

A = Amnuval Repogd
Re Sup = Besassigmaent Report (Supervisoe Resssigned)
R<Empl = Reassigmment Report (Huployeo Reassigned)
\ SP = Special Report
(\ﬁ SEP < Seperation Repord

§ i (L) Inesrt the mext due dste of Initial or Avmwal
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the blsnk: m ;hmu Seotdon I, Pitoess Ropert, a&s followss
ezt due dete (datse)
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{5) Check tha Signature of the Rater, Section IlI,
Fitness Report, for clarity. If the neme of the rater is
aot typed in this item, it will be printed in by the Posi-
tion Inventory Clark. (NOTE: Appropriate instructions
regarding the typing of the rater's name in thls item have
been transmitted 4o the operating camponents by the Process-
ing and Decords Division. Subsequent printing of this form
will require that the name be typed in and aigned.)

(6) Forward the Fitness Report to PUD as required by
ORM 20=370=l, '

bo Upon receipt of the Fitness Repert in FUDs

(1) It will be transniited to the appropriste Placement
Of ficer for revisw and subsoquent sction; 1L necessary,.

(2) The Placement Officer will transmit the Heport to
the Qualifications Analysis Branch which will code the Fit-
ness Report on a Fitness Report Code Shect, Form Moo L5C.

The Fitness Report will be forwarded to FRD for inclusion
in the Official Personnel Folder of the individual concerned.

(3) The Cods Sheets will be forwarded to the Machine
Records Divislon (MRD) through AES/TR in groups of approxi-
mately 100 covered by a transmittal (original and two sopies)
listing the names of the indlividuals on the cods shests, The
transmitial will provide & place for aclowledgement of receipt
by AIS/TR and MRD,

(L) AFS/TR will add the appropriste control codes to the
ocods sheets, acknowledge reseipt of the oode sheete on the
original copy of the cover memoranium, retein cne oopy, and
forward the cover memcrerndur and code sheets to MRD.

(5) MHD wi)l ackmowledge receipt of the code sheets on
the originsl ocopy of the cover memorandum, rwtaln one copy,
and return the originsl to PUD,

¢o The Machine Records Division (MMD) will prepare tmwo IBM
Cards for the use of AFS/TR. Card 1 will contain identifiostion
and comtrol data, and Card 2 will contain the subatantive Fitness
Report data. A duplicate of the control date card will be retainsd
in MRD pending development of a procedure for initisting Imitial
and Annuel Fitness Reports by business machine methodse
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